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APPLICATION FOR RECORDS RETENNPON SCHEDULE *- , 

A , 
l_ll_ I____ 

INSTRUCTIONS: The Records Management Officer of the Agency's Recbrds Management ar 

~ - -. 

Georgia Department of Labor 
Employment Security Agency' 

Administrative Services Division 
Records Management and Controls - 

Controls Unit will be of assistance in com- 
pleting this form. After Division DirectodDesignee has signed the form, forward original to Administrqtive Services Division, Records 
Management and Controls, 130 Memorial Drive, S. W., Atlanta, Georgia 30303. Attention: Records Management Officar 

_ 

' - T K i Z G Z E T  1. Agency Address U O R  RECORDS MANAGEMENT USE 
Application Date Georgia Department o f  Labor Application Number 

Application Number 

2. Person to Contact Working %:e Telephone Number 

-B i l lv  J. M cLe& _^_____~ __ S t a  t e  ET@ ~~ l o m e n t  S-ervisor 
3. Action Requested 

Rnployment and Training Divis ion 
CETA Training Sect ion 
501 Pulliam S t r e e t ,  S.W., Room 350 

- GeQE*-a .~ . 30312-_- ~ - =--L-.~--.-= 
65~6 - 3166 ~- 

~ .. ~~ 

a. 0 
b. 

Dates of Series 

Establish Retention Scheduletrecord will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

~~ c. - Amend - =  Agplication ~ _-__ No.Z--~----- Check One 

Earliest Comprehensive Employment and Training A c t  (CETX) '-. < -i 

. -  . I . A  .. . .  __ 7 1 7 . 4  J . . P  ~~ ~ 

6. Division and Office Function . ' ' What.is - .  the fundion . of .~ the DiviGon v e 5 1 s  . .  . . .  . ?eat+? 
4 I .  

~~ 

The Employment and Training Divis ion under t h e ~ g e n e r a l  administrative.direction of t5e 
Deputy Direc tor  , Employment Secur i ty  Agency, i s  responsible  .. f o r  t h e  development, . .  

implementation'and supe.rvision of m A ~  Programs. 
~ .~ 

. -  

The CETA Training Sec t ion  reviews requests for t r a i n i n g  and prepares con t r ac t s  f o r  funding 
of p r o j e c t s , ' i n t e r p r e t s  and releases t o  . .  s t a f f  and . . .. local .. o f f i c e s  ~ .. any changes ~. ~ i n  -~ ~ procedures. .. . .. 

- .- 

. ~ _ ~  .. -~ . ~ .~ .. ~ . .  .. ~~ ~ . _ _ .  1 -- - <.:.- ~ ~ - .  .. . .~ .  , . -  - . -  . . .  
. .  . . . .  .. . . ~ 

I.-,- 
~~ 

~ ~ ~~ __ ~~ 

7. Record . .  Series Description .. . . .  . ~ This file con=oyowing d_ouimentr (in&jeform numbem and tides, if any): 
Attach samples . of the file. ' ~ ~ ... -~ ~. . 

Comprehensive and Training A c t  3CETA) of 1978. .~ 
Documents relating to: Development and funding t r a i n i n g  p r o j e c t s  i n  compliance with the 

Included are: Information descr ib ing  the t r a i n i n g  f a c i l i t i e s ,  the type of t r a i n i n g  
o f fe red  and the budget submitted f o r  opera t ing  these  facil i t ies.  

Forms included: Application f o r  I n s t i t u t i o n a l  Training P ro jec t  (CETA form 202); - - 
%A Vocational Education P ro jec t  Operating Plan (CETA Fo'm 0526) ; and 

correspondence. 

by a rea ;  thereunder numerically by p ro jec t  number. 
.~ 

2 ; Thirteen to twenty-four months old 1 

~~ ~ ~~ 

twenty-five ..  months and older 0 .? 
c l -~ .~ - -~~ -_ . i~ -~  

9. Annual Rate of Ammulation of Records 
Letter-size drawers ~L Legalsize drawers- ..__. . Shelves ; Other (rpecify) 



. .  
E 

< ,  - . 
.--L .~ 

If not, where i s  it? 
.._-_I__ I 6 .  Does the series contain'cwfidential information requiring security handling?' I f  yes, cite law or regulation. ~ 

. 

~~ ~ ~ ~~ 

be scheduled separately? 

-- f. Is the information c o n t v -  
g. 1-ned in this series ever analyzed and/or recorded in a summarized report? 

. . 
. .  _I- 

~~~~ ~ 

I f  yes, attach copy. _ _  
a duDlication of this series invour office. or in another office or aaencv? 

.~ 1 x 1-L. D,oes the record series result in a computer printout? 
~~ 

11. Retention Requirements The following requiresthe series to be kept: 

a. State Law *t - years. 

years. b. Statute of limitation ~ _ . _  ._- 

d. Audit period years. 

e. Administrative need . 
~ years. 

c. Federal Law - -3 __ years. f. Federal retention instructions 3 years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
P.L. 95-524 (CETA) d t d  10/27/78, Sect ions 103 (a) (11) and 133 (a) (1) ; 
41 CFR 29-70.203-2, 29-70.203$), 29-70-203b-1 and 29-70.203b-2; 
GLlOL Administrative Procedures Manual P a r t  11, Sect ion  11716.01. 

~ 

Records t o  be ava i l ab le  t o  Sectary of Labor for l i t i g a t i o n s ;  a u d i t s  and claims. 
G r o v e d  Disposition Instructions This agency be cut off a t  the end of each: 

then. ~~ 0 Calendar Year; ~. #is&l . .   year;'^ 0 Other- 
~~ ~ 

.~ .. 
Hold in the current files area , monthk) 1 yeark); then 

a Transfer to local holding area; hold ~ - .  yeads); then 
mransfer  to State Records Center; hold 2 ~~~~ year(s); then 

0 Transfer to  State Archives for permanent retention. a Other /Specify) 

Destroy. Destroy on t h e  s a t i s f a c t o r y  completion of a l l  a u d i t  requirements, claims,. and 
l i t i g a t i o n .  

?TRAINING ALLOWANCE PRINTOUT: Hold i n  h r r e n t  files area u n t i l  updated report i s  
receivGd, 'then destroy. 

.~ . . .~~ . .. . - - ,  .. ~. . I , .  . ' .  
. .  

. -. .~ . . - ~~~~ ~ .. .~ - . 

- . . ~  ~~ . .  . 
~ . . -  

. . .~ 

1iIThese inktructions amlv to al l  Drior and future accumulations of the series. 

Recommendations in paragraph 
12 are approved. (If disapproved, 
sttach letter of explanation.) 



. .  

ent of Labor 
r Programs Operations Division W. Fred O r r  

ra ining Section 

. 
E S T A B L I S H  DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T E D  

C€.TA) 3. Earliest t? Latest 

Ju ly  1974 - Present COMPREHENSIVE EMPLOYMENT AND TRAINING A CLASSROC)M T'G. PROJ. FILE 

"What is the function of the o f f i ce  i n  which t h i s  record series is created? 

The Manpower Programs Operations Division under the general administrative d i r ec t ion  of the 
Deputy Director fo r  Manpower, Employment Security Agency, is responsible for  t he  development, 
implementation and supervision of manpower programs. 

CETA Training Section - Reviews requests fo r  t ra in ing  and prepares contracts for  funding of 
projects ,  prepares monthly report  f o r  a l l  allowance payments, i n t e rp re t s  and releases t o  
s t a f f  and local  of f ices  any changes i n  procedures. 

9 .  Exact: Ser ies  T i t l e  Dates of Ser ies  

1 .-This f i l e  contains the  f o l l o w i n w n c l u d e  form numbers and t i t l e s ,  if any, 
and f i l e  arrangement). 

Documents r e l a t i n g  t o :  D e v e l o p i n g  and  f u n d i n g  t r a i n i n g  p r o j e c t s  
i n  c o m p l i a n c e  w i t h  t h e  CET Act of:1973. 

I n c l u d e d  a r e :  I n f o r m a t i o n  d e s c r i b i n g  t h e  t r a i n i n g  f a c i l i t i e s ,  
t h e  t y p e  of t r a i n i n g  o f f e r e d ,  and  t h e  b u d g e t  s u b m i t t e d  f o r  o p e r a -  
t i n g  t h e s e  f a c i l i t i e s .  Forms i n c l u d e d  a re  A p p l i c a t i o n  f o r  I n s t i -  
t u t i o n a l  T r a i n i n g  P r o j e c t  Under. t h e  Comprehens ive  Employment and  
T r a i n i n g  Act of 1973 (CETA Form 2021, N o t i f i c a t i o n  o f  O c c u p a t i o n a l  
T r a i n i n g  Needs Under t h e  CETA of 1973 (CETA Form 201), CETA Voca- 

S e l e c t i o n  P r o g r e s s  R e p o r t s  (no form n o . ) ,  a n d  r e l a t e d  c o r r e s p o n d e n c e  
I t i o n a l  E d u c a t i o n  P r o j e c t  O p e r a t i n g  P l a n  (no f o r m  # ) ,  Weekly T r a i n e e  

! 

1 F i l e  i s  a r r a n g e & :  G e o g r a p h i c a l l y  by  a r e a ;  t h e r e u n d e r  n u m e r i c a l l y  
by  p r o j e c t  number.  

ATTACH SAMPLES OF THE FILE! 



13. Is t h i s  t h e  Record Copy pf t h e  s e r i e s ?  

14.  Is t h e r e  a dupl ica t ion  of  t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is the  i n f o m a t i o n  contained i n  t h i s  s e r i e s  ever s w a r i z e d  o r  published? 
Attach copy of summary o r  publication. 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? 

18. Could the  function be performed i f  t h e  f i l es  were l o s t  o r  destroyed? 

19.  Is t h e  s e r i e s  ( o r  major portion of i t) regular ly  microfilmed? If yes ,  why? 

GSES t r a i n i n g  area o f f i c e ;  p a r t i a l  dup l i ca t ion  Georgia Department qf Education 

20. Does t h e  record s e r i e s  &ovide data as input t o  an EDP f i l e ?  

21. Does t h e  record series contain doc.umentation produced as EDP 

22. Has-'creFederal Government issued in s t ruc t ions  governipg t h e  retention/dispo- 

r i n t o u t ?  
g r g n t o u  8 r e  e Y a abgxt t T s t n $ n @  p a y . . a I l o w a n c e s  $,om n o r m a l i o n  F e i  E n t o  e compzl e . 

s i t i o n  of these  f i l e s ?  Employment Secur i ty  Manual, Pa r t  I, Chapter 11700 and 
Agency Administrative Procedures Manuhl, P a r t  11, 11716.01 

23. W i l l  t he re  be a need f o r  these  records 10, 15 years from now? I f  yes ,  what? 

3 yrs.  following f i n a l  a c t i o n  on 
The following requires the f i l e s  t o  be kept -6Jears ' ( f i n a l  a c t i o n  ir 

a .  [ ]STATE b .  []STATUTE OF c .  []AUDIT d. RIFEDERAL e .  [ ]AD&S%%?!% folf?$$I%T8'RI%%inee' 

(Cite  Law, S t a t u t e ,  or o ther  reason for  the  r e t e n t i o n  requirement) 
Administrative Procedures Manual - P a r t  11, 11716.01 
?'cE;TA records become obsole te  3 years from d a t e  of last  ac t ion  taken on project." 

25. AGENCY R C O M N D A T I O N S .  This agency recommends t h a t  t he  f i l e  s e r i e s  be cut of f  at the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -NOTHER See below ,then : 
Upon c o m p l e t b n  e l  6*en$b FQIJIBU-W~ o f  

C u t - o f f  i n a c t f - v e  ftle a t  e n d  o f  e a c h  f f s c a l  yea r ;  h o l d  i n  c u r r e n t  1 

f i l e s  a r e a  1 y e a r ;  t h e n  

24. REQUIREMENTS. 

LAW LIMIT AT I O N  PEFIOD L A W  DE CJ S I ON VALUE 

t x e f n e e s ,  t r a n s f e r  t o  .- i n a c t i - v e  ffle. .% - 

7. CET S e c t i o n  ( C e n t r a l  O f f i c e ]  f i l e :  T r a n s f e r  t o  S t a t e  R e c o r d  Cen- 
t e r ;  h o l d  2 y e a r s ;  t h e n  d e s t r o y .  

23 .j 
J v 

i 
d 

.a P 
D i s t r i c t  O f f i c e  F i l e :  T r a n s f e r  t o  l o c a l - h o l d i n g  a r e a ;  h o l d  2 y e a r s ,  

_ _  , ; t h e n  d e s t r o y .  


